Representative Chapter Groups, Pittsburgh, Pennsylvania 
(Top) and Wichita, Kansas (Lower) at Present Tied for 
Top Honors in National Membership Drive! 
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Our National President, Elizabeth Scott, wa 
September 17, 1949, when Evergreen and 
chapters of Denver combined forces to co 
ments for a delightful evening at the Br 
The program consisted of interesting 
writers, music, and an enlightenj 
honored guest. 

Following on the heels of 
Evergreen and Columbine chap 
honoring Elizabeth with a lunched®. and fur fashion show 
at beautiful Lazy Valley Inn, Evergreen, Colorado. 

Recently Elizabeth returned from a trip through Cali- 
fornia and Sun Valley which afforded her an opportunity 
to visit many chapters and members of NSA. The recep- 
tion at San Francisco was a delightful occasion, with the 
Golden Gate and Bonanza chapters officiating as hostesses. 
Among others in attendance were officers and members 
from Fresno, Oakland, San Jose, Stockton, and Mrs. 
Gladys Martin, Southwestern Vice-President. Of partic- 
ular interest on her trip was the Rocky Mountain Regional 
Meeting at Sun Valley, Idaho, October 29 and 30. 

Our National President was also privileged to attend 
the Regional Meeting at Akron, Ohio, November 11-13, 
1949. En route she attended chapter meetings at Chicago 
and Evanston, Illinois. 








WICHITA, KANSAS V. PITTSBURGH, 
PENNSYLVANIA VIING FOR 
TOP HONORS 


The battle is on—no, mot the battle of the sexes 
—but the battle of our NSA chapters for top honors 
in our NATIONAL MEMBERSHIP DRIVE. 

Presently tied for this top honor are the Wichita, 
Kansas and Pittsburgh, Pennsylvania chapters. (Rep- 
resentative chapter pictures appear on the cover page | 
of this issue.) 

Will they hold this position? 
ter succeed them next month? 

This is the beginning of a new year—the field 
from which to draw prospects is wide open—Give 
them a run for the money! 

Lets all get behind this National Membership 
Drive, not only for the purpose of winning the prize 
—but more for the strengthening of our Association. 


REMEMBER 


Two heads are better than one; twenty thousand 
heads will be better than ten thousand; so 


EVERY MEMBER GET A MEMBER 


AND 


LET’S DOUBLE OUR MEMBERSHIP! 
Come May 1, 1950 


LET'S BE “OVER THE TOP”! 





Or will your chap- 




































Everywhere she went, Elizabeth found interest and 
enthusiasm running high. In her own words, “It was a 
pleasure and delight to visit with so many members and 
to notice their animated interest in the welfare of NSA, 
their eagerness to further its progress, and to learn of 
efforts already made along that line. So much enthusiasm 
is truly an inspiration.” 


Frances Dickinson, our National Secretary, journeyed 
to Philadelphia in October to attend the Regional Meet- 
ing. She also arranged to attend the Regional Meeting 
in Akron in November. Frances also had a nice vacation 
recently and spent it in the Pacific Northwest which af- 
forded her the opportunity to spend a very pleasant 
evening with the Portland, Oregon, members on_ their 
meeting night. 


Our National Treasurer, Irma L. Helm, did manage to 
attend one Regional Meeting in Omaha, Nebraska, in 
October. She had planned on being in attendance at St. 
Louis for their Regional but the flu bug caught up with 
her and changed her -nind. 


Our Vice-Presidents, Mrs. Gladys B. Martin, Mrs. Mary 
H. Barrett, Frances Crawford and Mrs. Dora McCoy, have 
all been conducting Regional Meetings over the country. 
En route to these meetings they were privileged to attend 
many chapter meetings and functions. They have also 
participated in initiation ceremonies for new members, 
Boss Night Dinners and installations, to mention just 
a few. 


*% 


The attendance of our National Officers at these 
various meetings and chapter functions has been an inspira- 
tion to all, particularly those members who were privileged 
to meet with them. They are to be commended for 
every bit of energy exerted by them in the promotion 
of the Association’s programs and keeping you informed 
as to National affairs. We feel sure they will continue 
to serve you to the best of their ability. 


THANK YOU NSA MEMBERS 


For your many and beautiful 


HOLIDAY GREETINGS 


Your thoughtfulness and remembrance greatly en- 
hanced my enjoyment of the Holiday Season. 


—CLARA B. KRUEGER 
Executive Secretary 
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VISUALIZE THE FUTURE 


There is no better time than at the beginning of a New 
Year to start looking ahead! Never look back! The 
past is gone forever! 

If I were to ask each of you, suddenly, what you wanted 
out of life this year, I wonder how many of you would 
be able to put it into words: You may have a few 
vague ideas, but how far would you venture to get more 
out of life; what steps would you take so they might 
materialize? 

Many of us are prone to live in the past. We whimper 
as a child when put to the test, fearful that we might 
not be able to accomplish our objective. Whoever in 
the whole wide world accomplished anything without 
trying? 

Do you suppose this world would have grown so great 
if our ancestors and forefathers had not had the courage, 
fortitude, determination and will to put their shoulder to 
the wheel and see the job through? They weathered the 
storm in every changing cycle and crisis! HOW? Merely 
by analysis, adaptation, modification and readjustment! 
Just because one of their plans failed, did they surrender 
—show the white flag? NO! Being sensible people and 
cognizant of the many obstacles facing them, they visual- 
ized the future and charted a new course. Once their 
ideas crystallized, they were immediately put into action. 
They weren’t afraid to ASK for what they wanted out of 
life. 


It is hard for most of us to face the fact that we have 
asked for our difficulties, but we have. But it is good to 
know that the law of ASKING works, because we can 
start asking for GOOD things. 


A New Year is before us—filled with untold oppor- 
tunities, surely one of which is ours. 


Let’s begin now by tossing out all the reasons why 
you think you can’t have what you want. It won’t help 
a bit to ask and then doubt that you can attain it. If 
you drained all the gas out of your car, would you expect 
it to take you some place in a hurry? 


A little habit of turning toward happiness each day 
helps us to express more of it. We should make our ob- 
jectives clear and then do a little thinking, a little planning 
toward our goal each day. No fetters have ever been 
able to chain the imagination, no process of law can 
change a person’s mind, no one can prevent any one of 
us from reaching that goal if it is sound and secure in 
every respect. 


Today the world must pick itself up anew. Only bright 
vision and eager energy will build it better than it was. 
It will be built by people of courage and vision who are 
superior enough to smile, even in defeat. 


Visualize your future today. Prepare for tomorrow 
and reap your reward. 








Eddtor 


Ciara B. KRUEGER 
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SHOULD SECRETARIES BE GOOD SPELLERS? 


ERNST W. GREINER, 
New Castle, Pennsylvania 





Let’s see! The secretary 
to a ‘zoo’ superintendent 
wrote a friend that the super- 
intendent had _ two little 
d-e-e-r-s at home. Let’s as- 
sume the second “e” was not 
due to not knowing it should 
be an “a,” but to a mental or 
typographical slip, like say- 






three o’clock in the after- 
noon. In neither case could 
there be any misunderstand- 
ing of the intended meaning. 
The adoration of the children 








ow ¢ 


ing, “Good Morning”, at a ROC. 


employer should be proud of 
his secretary, not fearful. 

As to the compliance un- 
der Item 1: 

Regardless of the confused 
historical development of the 
English Language, partic- 
ularly its written form, there 
is observed today by educated 
people one undisputed ‘proper’ 
way to spell most words used 
to transmit thought. “Till” 
has two “l’s” at the end; 
“until” has one “/”. Then 
there are some words for 
which two spellings are ac- 











and the sincere politeness 
make one overlook both slips. 
But there is a difference. 
There is no record of the latter mistake; but the record 
of the former stares the reader in the eye every time he 
refers to the letter. ‘He wonders, and wondering comes 
to doubt!” 

This discussion of the subject of spelling (as applied to 
the written English Language) is meant to be of help to 
those usually engaged in the capacity of taking over the 
operative phase of correspondence and other literary 
composition in an office, whether doing that kind of work 
exclusively or not. The organization of the office may 
be made so as to distribute parts of such work to more 
than one, quite aside from other duties performed. The 
office title of anyone thus engaged in scriptorial work is 
unimportant to the merits of the subject matter—profici- 
ency in spelling. Hence I shall use the name ‘secretary’ 
in a general sense, and not in such a specific sense as to 
have it inferred thereby that one doing typing or steno- 
graphic work under the direction of an official secretary 
or as part-time work is thereby relieved of responsibility 
to spell ‘dears’ properly when it becomes necessary to use 
the word in a text for others to read. (Comic scripts and 
transcriptions of court cases are not under consideration 
here.) The feminine gender will also be used in reference 
to the secretary as a person, just on the basis of preponder- 
ance of the sex of such employees. 

In the capacity outlined above the secretary must have 
among her accomplishments such acquaintance with the 
written English Language as to have the text conform to 
the best literary standards, one of which is the standard 
of spelling. . There are several reasons why being a good 
speller is important to the secretary. 

1. Compliance with the cultured, literary standard 
of spelling is a rule-of-thumb gauge of competence. 
You can hear the reader of the foregoing letter 
say, “Look at that! And she’s a college graduate!” 

2. The employer is entitled to such compliance with- 
out needing to proof-read everything he dictates, 
and without fear that improper or illegible spell- 
ing in memoranda written by him will appear in 
improper form in the copy typed therefrom. The 


cepted. The past tense of the 

verb “total” may be written 
“totaled” or “totalled”. The foregoing are the spellings 
that are found in Webster’s, Standard, Century and other 
dictionaries. In the case of “till” and “until”, the diction- 
aries agree. In the case of the past tense of “total” and 
some similar words, the compilers of the dictionaries may 
differ and give the two spellings in the order of greater 
preference. Finding the past tense spelling given as 
“totaled” or “totalled” means that the spellings are op- 
tional but that the compiler of that dictionary considers 
the spelling “totaled” approved by more or better writers 
than “totalled”. The compiler of another dictionary may 
have the two spellings reversed, merely indicating his 
opinion of the greater weight of pertinent evidence. On 
the whole, the words of this class are exceptional and, 
for reassurance of correctness, may readily be taken care 
of by a list of spellings of doubtful words kept as handy 
as the powder puff, for quick use. 

Reference to a dictionary, of course, implies a knowl- 
edge of the functions or purpose of the book, and a work- 
ing knowledge of how to extract information from it. The 
secretary who, in making up a table of chemical analyses 
changed a column heading from Phosphor-u-s to Phos- 
phor-o-u-s and then tried to justify it by saying, “It’s 
that way in the dictionary,” had failed to note the small 
‘a.’ or ‘adj.’ immediately after the word, and didn’t know 
what it was there for. Of course, ‘o-w-s’ precedes ‘u-s’ in 
the column; and, since the three letters ‘adj.’ didn’t have 
any significance to the secretary, she didn’t look farther 
down the column for a similarly pronounced word with 
an ‘n.’ after it. In this case the secretary failed to realize 
that the spelling to be used was to be determined on the 
basis of part of speech. The compiler had, in the nota- 
tions, told the reader that ‘phosphor-o-u-s’ is an adjec- 
tive and that the “noun” spelling is ‘phosphor-u-s’. She 
had failed in her endeavor to learn from the dictionary, 
because she didn’t know how to use it. 

Another class of words in danger of being misspelled is 
those that sound alike, but have no relationship in mean- 
ing. How should an architect’s secretary, whose training 

(Continued on page 10) 
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for Chapter Ws lletins 


by CLARE H. JENNINGS, 
Lake Shore Chapter, Chicago, Illinois, Chairman, National Editors’ Committee 


The chapter bulletin is responsible to a large degree for 
your public relations. Its contents and appearance influ- 
ence the attitude of your chapter members as well as that 
of other readers. When you maintain your bulletin on a 
high standard you are serving not only your Chapter but 
also the National Association. 


These recommended minimum standards for chapter 
bulletins are based upon the point system being used in 
judging bulletins for the national award. It is neither 
the intent nor the wish of the National Board of Directors 
or the National Editors’ Committee to standardize chapter 
bulletins. Originality is highly desirable. However, there 
are certain elementals which combine to produce a suc- 
cessful bulletin, and it is in connection with these funda- 
mentals that the following minimum standards are recom- 
mended. 


IDENTIFICA TION—2 Points 

Each issue should be identified completely, i.e., it should 
include chapter name, city and state; editor’s name and 
address; names of staff members; names and addresses of 
chapter officers. The date of issue should be prominently 
indicated. 


CONTINUITY—2 Points 

Most chapter publications contain certain standard 
articles or columns, such as announcements of coming 
meetings, reports of previous meetings, national news, 
personal items about members, educational material, etc. 
These should appear on the same page, or in the same 
sequence, each month, so that readers may locate them 
easily. 


GENERAL APPEARANCE—-2 Points 

Have an interesting, eye-catching, but not garish, cover 
—one that identifies your bulletin at first glance. 

Use adequate margins, spaces between paragraphs, and 
distinct separations between articles. It is usually not a 
good practice to use illustrations, sketches or drawings 
over the printing—place them above, below or to the 
side of printed matter. 

If your bulletin is mimeographed or reproduced by 
some other similar process be sure it is legible. Half- 
printed material not only is unattractive but is also un- 
inviting to the reader, who is inclined to pass it up. Avoid 
offsetting in mimeographed material by using slip-sheets to 
absorb the excess ink, regardless of whether matter is to 
appear on both sides of the sheet. The clean copy will 
be well worth the extra time consumed in this chore. 

If your bulletin carries advertising material the ads 
should be neat and in keeping with the style of the public- 
cation. Plan them as a part of your lay-out—don’t let 
them appear to have been thrust in wherever an empty 
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space appeared. (Your advertisers will appreciate this, 
too. ) 

Bulletins usually are stapled down the left side, but 
however you choose to do it, fasten them securely, so 
that the pages will not come apart when they are handled. 
And, in fastening, be sure the staples do not extend into 
the printed matter making it impossible to read the 
material unless the sheets are torn apart. 


GENERAL CONTENT—2 Points 

It is not well to attempt to fill a certain amount of 
space each issue regardless of the material at hand. What 
is printed should be based on its value to the members 
individually and the chapter as a whole. 

Be certain that what you are printing is factual. Check 
personal news items with the individual concerned, or with 
a completely reliable source. Items or jokes in question- 
able taste should not be printed. 

When material is reprinted be sure to credit the source; 
always request permission to reprint copyrighted material. 


ENGLISii—3 Points 

Notice that of the nine factors considered in the 
judging this is one of the two which rate three points. 
As secretaries our writing should be in keeping with our 
profession—correct and dignified, but not dry and stuffy. 

Good grammar is essential, as are correct spelling and 
punctuation. Pay particular attention to the spelling of 
personal names. Copy should be checked very thoroughly 
for typographical errors. Be careful to syllabicate cor- 
rectly when dividing a word at the end of a line. 


CHAPTER NEWS—2 Points 

Each issue should contain a report of chapter meetings 
and other activities, for the benefit of those members who 
were unable to attend, as well as for the information of 
other readers. These reports should be detailed enough so 
that the readers will learn more than just that the event 
occurred. 

It is well to remember that references to chapter prob- 
lems should be made in a moderate manner, and that 
criticisms should be constructive ones. While it is true 
that chapter bulletins are published primarily for the 
information and pleasure of the members of the sponsor- 
ing chapter, it should be borne in mind that these bulletins 
are, and should be, read by many others. 


NATIONAL INFORMATION— Points 

Keep your members informed of activities of the na- 
tional organization by extracting, commenting upon or 
reprinting the correspondence which is sent to all chapters 
periodically by the National Officers and National Head- 


quarters. 
(Continued on page 12) 
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First Regional Meeting Northeastern District 






MEETINGS 





National Secretaries Association, Philadelphia, Pa. 
October 21, 22, 23, 1949 


The First Regional Meeting of the Northeastern District 
of the National Secretaries Association convened at the 
John Bartram Hotel in Philadelphia, Friday evening, Octo- 
ber 21. The five Philadelphia Chapters were the Hostess 
Chapters and Augusta Hurst, President of the Liberty 
Belle acted as Regional Chairman, with the assistance of 
the four Presidents of the other Philadelphia Chapters, who 
acted as Co-Chairmen. 

On Friday evening the Hostess Chapters entertained the 
delegates who had arrived with a “Punch Bowl Party”. 
This was a most pleasant affair and we had the opportun- 
ity to meet and greet most of the Philadelphia members 
who number, I believe about 400. Later in the evening 
the out-of-town guests started arriving and we all enjoyed 
chatting and hearing about those we had met at other 
meetings and conventions. 

Before the official opening of the meeting, I had the 
wonderful experience of two radio interviews and one tele- 
vision appearance, arranged through the very capable ef- 
forts of Lucille Sloan, President of the Betsy Ross Chapter. 

Saturday at 1:30 P. M. the business meeting started 
and this was devoted to Chapter activities and reports. 
It is simply amazing what these Chapters have accomp- 
lished for you must remember that the majority are less 
than one year old. 

There were 247 registered, and of the 35 Chapters in 
Region No. 1, 33 were represented. We also had many 
National Committee Members with us, and a number of 
visitors from outside our District and Region No. 1. 

The Saturday business meeting adjourned at 5:00 P. M. 
and then to a most elegant cocktail party. The National 
Officers and Officers of the Philadelphia Chapters stood 
in the receiving line and enjoyed the privilege of greeting 


our members. It was a real thrill to be able to meet 
so many fine people. 

The Saturday night banquet was all and more than 
anyone could ask. We joined in group singing and the 
speaker was a most courageous member of our F. B. I., the 
only male in a group of 247 females. Then the highlight 
of the evening was a member of the Betsy Ross Chapter 
who acted as Mistress of Ceremonies, passing out the 
44 beautiful and valuable door prizes. This was quite 
a novel idea for a prize was given to the member wearing 
the most beautiful hat, the member having been a Secre- 
tary the most years; the member with the most unusual 
job, with the most glamourous job, etc. It was a lot of 
fun and everyone enjoyed themselves. The prize winners 
were elated and those poor unfortunates who did not 
win a prize were disappointed. 

After the banquet we again were the guests of the 
Hostess Chapters and as always during meetings of NSA 
members chatted and visited until the wee small hours. 

Sunday we had an excellent brunch and then a meeting 
on national affairs and business. I was ably assisted by 
our National Secretary and our Past National President 
and they were certainly most helpful. This was a long 
meeting for we had to cover a lot of ground for out new 
members. We felt that our members had learned a lot 
and the meeting ended with great enthusiasm for our Asso- 
ciation on the part of everyone present. 

The entire meeting was beautifully planned and exe- 
cuted. Everything went smoothly and it was a huge 
job well done. The Philadelphia Chapters have my heart- 
iest congratulations and thanks. You all did a swell job, 
that will go down in NSA history. We had our very 
first Regional together. Mary Barrett. 


Second Regional Meeting Northeastern District 


National Secretaries Association, Akron, Ohio 
November 11, 12, 13, 1949 


The Second Regional Meeting of the Northeastern Dis- 
trict of the National Secretaries Association convened at 
the Mayflower Hotel in Akron, Friday evening, Novem- 
ber 11, with the Akron, Ohio, Chapter as host of a Punch 
Bowl party. This party was well attended and Lilyan 


Miller, President of the Akron Chapter and Director of 
Region No. 2 was on-hand greeting all in her usual 
gracious manner. 


The Chapters in Region No. 2 are for 


the most part older Chapters than in Region No. 1 and 
since we had all met at previous Conventions and Meetings 
it was grand to sit down and talk about the past and what 
we want to do in the future. 

We were thrilled to have our National President, Eliza- 
beth Scott; our National Secretary, Frances Dickinson in 
attendance. Our Past National President, Margaret Dewyr 

(Continued on page 12) 











1. New officers of -Los Angeles Chapter. (I. to r.) Ethyle Lewis, Recording 
Secretary; Jan Grover, Second Vice-President; Marcella Koerber, Treasurer; 
Lucy Enos, President; Bee Telken, Installing Officer; Reatha Iverson, First 
Vice-President; Velma Barnett, Corresponding Secretary; Bobbe Markley, 
iCC Member. 


2. Scholarship award is granted by Columbus, Ohio Chapter. (I. to r.) 
Newell L. Gates, M.A., Director ot Franklin University, Columbus, Ohio; 
Miss Dorothy Horn, student and recipient of special scholarship award; 
Mrs. Frank J. Lausche, wife of the Governor of Ohio; Mrs. Leo Horchow, 
president of Columbus Chapter; Galen Stutsman, Professor, College of 
Education, Ohio State University. 
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3. Members of Lake Charles, Louisiana chapter dining at fabulous Sham- 
rock Hotel while attending Regional M2eting in Houston, Texas. 


4, Durham, North Carolina celebrates Second Annual Dinner Honoring Em- 
ployers. (I. to r.) W. Wilkinson of Erwin Cotton Mil’s Company; 
Katherine Bowden, President; B. R. Roberts, Durhan Bank ond Trust 
Company; Mrs. J. Fred Hicks, Durham Bank and Trust Company. 


5. Employers Night Dinner, Schenectady, New York Chapter. 


6. National Honorary a bestowed upon Mr. Ivan Miller, Cleve- 
land, Ohio. Presentation made by Miss Emma T. Reardon, past National 
Secretary, Cleveland, Ohio. 
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KEYNOTE SPEECH OF PHILIP LOVEJOY 


Continued From December Issue 


A minute ago you were talking about publicity and 
how to get publicity. Do something worthwhile and the 
papers are going to use it. They won’t give us publicity 
just because we come here and meet. But if we do 
something worthwhile for the community that steps out- 
side of ourselves, the world is going to be interested because 
we are interested in them. That is how we make friends. 
We make friends because we are friendly. We have always 
gone on that particular basis. So I think that is very fine. 

I don’t see anything wrong with seeking improvement 
of ourselves, that is, elevating the standards of the secre- 
tarial profession. That is fine. There is no reason in 
the world why we shouldn’t do that. 

How do we get an organization? I was asked to say 
something about that. I think we do something like this. 
Several folks come together and form a local chapter. 
And then that chapter wants to affiliate with the Na- 
tional, and in doing so it gives up certain rights and 
privileges. There are just no two ways about it. If we 
affiliated with the National Association we give up a cer- 
tain number of rights and privileges, but we gain far 
more than what we give up, and we do retain certain 
autonomy. National has to be supported. There should 
be a minimum of red tape, it seems to me. I think you 
discovered yourselves when you were sending out your 
dues, and you were sending them out any old time of the 
year, that you can’t run your bookkeeping on that sys- 
tem. You can’t invoice local units at different times. It 
should be done as of one time, invoice everybody as of one 
time. Whatever the dues are, send out the billing for the 
year. You can’t invoice somebody on May 1 and then 
somebody else on May 15 and then somebody else on 
June 1. It makes the bookkeeping just enormous. It 
would be more expensive than it is worth. We discovered 
the same thing. 

The only thing we partially bill for is the subscription 
to the magazine. If an individual comes in between 
terms, they begin to get the magazine right away and 
we make a partial billing for the magazine and then they 
continue on a six months basis. If a member happens to 
drop out of the organization, the magazine for the re- 
mainder of the six months is paid for. But that is the 
only kind of partial billing we have. What I am talking 
about is getting rid of red tape. That is always the thing 
I am afraid of in our own organization—that we will 
have so much machinery there that it will take so much 
energy just to turn the machinery around, that we will 
not have energy to produce results. We have to be care- 
ful. In our own organization we have to be careful that 
our central organization is not a bureaucracy in any 
sense of the word. The individual club in Rotary has 
autonomy completely within the constitution and bylaws. 
I presume that is the way you wors in your own 
organization. 

How does a national organization function? Well, to 
me the only way it can function is by constituted author- 
ity set forth in the bylaws. It can’t function any other 
way. I know some of the clubs get mad every once in a 
while, “Who does the board of directors think they are. 
The big idea sending this out to us.” After all, the mem- 
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ber clubs meet in convention, send delegates, and the dele- 
gates adopted a constitution and bylaws. They set forth 
certain regulations in there and our board merely carries 
them out the way they were set out by the clubs. Every 
once in a while somebody will object and find fault with 
something and say it is a crazy idea. We go back and 
say, ““Your own club was a party to the adoption of that 
at convention. It is convention action. I, as secretary 
of Rotary, don’t make them. The board didn’t make 
them. They were adopted at convention. If you don’t 
like them, go to convention and change them.” 

Every once in a while someone will present some- 
thing at convention that is just a local idea and it 
wouldn’t work world-wide. You may think it is wonder- 
ful for you in your particular community but it can’t 
work universally, and the convention would refuse to 
adopt it. So the only way an organization can work, is 
to be on the basis of a constituted authority set forth 
in the constitution and bylaws, and each new chapter 
must agree to be bound by the constitution and bylaws. 
We have to do that in our case. Each new club that 
comes in signs an agreement that it will abide by the 
constitution and bylaws. They can’t adopt an extraneous 
constitution that would be in conflict with the inter- 
national bylaws. That is quite essential. 

In the early days of Rotary the club came first, and 
some people therefore have raised the question as to the 
rights of the central body. The delegates at convention 
settle policy. The board of directors interprets policy and 
implements the policy, always in accordance with the 
constitution. It evaluates. Our board comes from all 
over the world. About nine countries are represented 
now. Obviously, in implementing the decisions of the 
convention they cannot take care of all the details, so 
they employ an executive. In this case it is called the 
general secretary who is the executive managing officer 
of the organization, under the control of the board and 
the supervision of the president. Those are the strings 
that are tied to me. I am under the control of the board, 
and I am under the supervision of the president, which 
means that I merely carry out the provisions of the con- 
stitution and bylaws, the decisions of the convention and 
the decisions of the board, which must all be in accordance 
with the constitution and bylaws and the action of the 
convention. But I have no power other than that. The 
board is spread all over and they can’t be the executive, 
so they have to hire somebody and they have to delegate 
that executive certain authority. That is how our organ- 
ization works. I presume yours will be working along 
the same line. 

I notice it says, “the board has the management and 
control of the affairs and policies and the business of the 
Association.” I find also that your bylaws provide for 
a management director who is to conduct the Association 
business and affairs, operate a national headquarters under 
the policy of convention and of the board. I also find 
that you have provision for the executive secretary, who 
is in charge of correspondence and finances, and general 
business. If I were the board I would be bothered about 

(Continued on page 14) 
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CHAPTER HIGHLIGHTS 


FLINT, MICHIGAN: In mapping a membership campaign they had a “get- 
acquainted” party for more than 50 guests recently. Splendid idea! 

SALINA, KANSAS: Because Salina is located at the intersection of two 
great transcontinental highways, Coronado chapter decided to change the name 
of their bulletin from “The Pony Express” to “THE CROSSROADS”,—‘Where 
North and South meet East and West’. 

READING, PENNSYLVANIA: Their Xmas Party was one for the kiddies. 
Each member brought with her one needy youngster as her guest, for whom she 
purchased one article of clothing and a toy. How thoughtful of you. 

SANTA MONICA, CALIFORNIA: Just listen to this list of noted guests 
at their Boss Night dinner: W. Blair Gibbens, prominent local attorney; Paul V. 
Coates, Mirror writer-columnist; Omar Garrison, Mirror feature editor, AND 
MEREDITH WILLSON, renowned musician-composer, and his charming wife, 
Rini Zarova. 

AKRON, OHIO: Its late news—but well worth repetition. Libyan Miller, 
President of the local chapter, recently spoke to a group of 50 secretarial students 
at the Actual Business College—and she had their undivided attention for one 
full hour. Nice recognition! 

CHARLESTON, WEST VIRGINIA: For the fourth consecutive year this 
chapter has participated in the “‘Career Consultation Service” sponsored by the local 
University Club. The Secretaries portrayed a clear picture of what these people 
may expect from a secretarial career, as well as what might be expected of them. 

SIOUX FALLS, SOUTH DAKOTA: Tell us more about your recent guest 
speaker—the young ‘eligible bachelor’, and about his topic, “The Guest Passenger 
Statute.” 

READING, PENNSYLVANIA: ‘Your Horoscope” was discussed by Glenn 
Ross, guest speaker this month. Do you now know why you do certain things at 
certain times; why you feel as you do at certain times; did you find the answers 
to ‘all your problems’? 

GRAND ISLAND, NEBRASKA: “Ginsa Chapter Wages Civil War” on its 
members. In keeping with the National Membership Drive they are having a 
contest among two membership teams. The team bringing in the greatest number 
of new members by the close of the chapter contest in May will be entertained at 
a party by the ‘losers’. That’s the spirit! 

SEATTLE, WASHINGTON: Late news, maybe, but still good. On a recent 
project sponsored by these members the ‘loot’ netted $525.00. A profitable party, eh? 

BATON ROUGE, LOUISIANA: “Hit the Jackpot!”—And thats just what 
member Mrs. Ruth Spindle did a month or so ago. Mrs. Spindle was the winner 
of an estimated $17,000 in prizes when she correctly answered the title of the song 
on the “Stop the Music” radio program. Says Ruth, “So you think radio jackpot 
money is ‘easy money?’ Well, it isn’t. Not by a long shot.” Let her tell you 
about tallying the assests and liabilities! ! ! 

PASADENA, CALIFORNIA: Aren’t these NSA’ers lucky? Each year they 
have the choice spot to see the “Parade of the Roses” before the famous “Rose 
Bowl” game. They are asking every member to join the GOAL RUSH—“Every 
Member Get a Member”. 

EVANSTON, ILLINOIS: Sunday, January 15, 1950 has been set aside to 
entertain prospective members at a tea. Their guest speaker, Mrs. Harry Hoppe 
of Chicago. 

ANDERSON, INDIANA: Their Program Committee gave a little extra at 
their Christmas Party by presenting a one-act play, “Mrs. Chester’s Christmas 
Carol’. Sounded very entertaining. 

LAKE CHARLES, LOUISIANA: The resume of your activities for the past 
few months proved very interesting reading. Lets hear more from the Port chapter. 

VANCOUVER, WASHINGTON: This ‘brand-new’ chapter has selected 
“Old Apple Tree” as its chapter name and “Applesauce” for their monthly bulletin. 
We are eagerly awaiting your first edition. 








SHOULD SECRETARIES BE 
GOOD SPELLERS? 


(Continued from page 4) 

lessons didn’t, to her recollection, include ‘capital’ and 
‘Capitol’, know the danger that lurked in the dictionary 
for her as she happened to find on a chance glance ‘Capitol’ 
standing out at the head of a column on the page and 
then used it as ‘capitol’ (small ‘c’) in a letter describing 
the head of a column for a building which her employer 
was designing. She failed to note the meaning of the 
word for which the spelling ‘Capitol’ was given; and she 
also didn’t attach any significance to the capital “C”. 
The editor tried to tell her that the spelling with a 
capital “C” was not suited to her use, and that there is 
no word of that general sound structure beginning with a 
small ‘c’ and ending in ‘ol’. The dictionary as a safe 
guide must be consulted not carelessly but understand- 
ingly. 

There are some words the spelling of which we some- 
times think ought to be different from the natural spell- 
ing because something inanimate is involved. One who 
dines is a ‘diner’. But somebody’s secretary let the public 
advertisement slip past her, “A ‘dinor’ on every train”. 
Had she consulted her dictionary she would have found 
that ‘diner’ covers both the eater and the coach in which 
the meal is served. Again, a secretary to a noted uni- 
versity geophysicist should not have allowed his name to 
appear on a bulletin saying, “The ‘trembl-o-r’ (for 
‘trembl-e-r’) was felt for many miles around.” She may 
have had the word ‘tremor’ in mind, but that isn’t the 
word she used. A plumbing contractor’s secretary whose 
knowledge of the word spoken as tho it were sounded 
‘l-short e-d’, but spelled ‘l-e-a-d’, was chiefly in terms of 
pounds of that base metal was probably influenced thereby 
in typing that her “company ‘lead’ (led) in its con- 
sumption in building construction.” 

The foregoing examples are not cited as personal 
criticisms, but as typical cases of misspellings—even when 
some attempt may have been made to avoid the error. 
Who is at fault is not easily determined. Teaching 
methods in High Schools and Business Colleges must, 
willy-nilly, accept some of the blame. It is not enough 
that every student is given a routine series of spelling 
lessons and is required to have a dictionary. It should 
particularly not be assumed that mere possession of a dic- 
tionary implies a knowledge of how to use it. It is evident 
that this phase of commercial language work has been 
neglected. 

The greater responsibility, however, rests with the stu- 
dent or young employee to perfect herself in spelling. 
Just as in music no professional pianist considers himself 
beyond the need of practice after giving his first recital, 
so no secretary can consider herself beyond the need of 
drilling in spelling after “landing a job”. This is true 
because spellings not used frequently are easily forgotten. 
Frequent use of the dictionary is one help, frequent 
reference to, or just looking into, a familiar text on spell- 
ing may pictorially keep certain spellings in mind; and 
then frequent writing or typing of doubtful words will 
make correct spellings more certain when needed. And 
don’t forget to put that list of feared words right close 
to the powder puff, where it can be seen every time the 
drawer is opened. 

There is another class of words attention must be called 
to because there is no general authority for the correct 
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spelling thereof. One must rely on the original document 
in which they occur or on the verbal instructions of the 
dictator who says, “A letter to ‘R-a-n-d-o-l-f’ Jones.” 
The words, as can be surmised, are the names of persons. 
A person’s name should be spelled the way he spells it, 
verbally or in a signature. In the army they have learned 
to write all the C’s, J’s, K’s, W’s, X’s and Z’s just as 
they are written by the enlistee: letters in right order, none 
put in, none left out, none changed. If a man carries his 
maternal grandfather’s family name as a first name, 
*J-a-h-n’, ‘J-o-n’ or ‘J-o-h-n-s’, no alert secretary answer- 
ing his letter will address him as ‘J-o-h-n’. In reply to a 
letter, and in making up lists like a telephone directory, 
the name should be carefully spelled, with every jot and 
tittle, as the name was written by the owner thereof. 

In legal and banking circles the exactness of the spell- 
ing is insisted on for an endorsement. If a dividend check 
is made out to ‘John’ Jones, and the rightful possessor 
thereof inadvertently endorses it ‘Jon’ Jones, it will very 
likely be returned to him for proper endorsement. Why, 
if ‘Johns’ Jones applies for a Savings Bond at the Bank 
counter should he receive a ‘John’ Jones certificate? The 
secretary who clipped off that “s” would smilingly answer 
at once to the name of ‘Marie’; but say “Maria” (because 
you didn’t notice the last letter was an ‘e’) and she would 
dryly answer, after several trials to get her attention, 
“Oh! were you talking to me?” ‘Marian’ is accepted as the 
feminine of ‘Marion’. But if a girl carries the maternal 
family name ‘Mari-o-n’ as a first name, well, Miss Sec- 
retary, please remember it’s her name and it’s your duty 
to spell it as she does in any writing connected with her. 

As for the second reason under Item 2 above for a 
secretary being or becoming a good speller, it centers 
largely around the sense of obligation to the employer in 
regard to the work to be done. An employer has a right 
to expect a fair, even high, degree of perfection in all 
matters that enter into the work a secretary does for him. 
Bad spelling is like bad spacing in a letter. It stands 
out like a sore thumb to devaluate the effectiveness of 
the writing. Sure, the text is understood, but no executive 
wants it to appear to others that neither he nor his sec- 
retary knows how to spell a certain word correctly. If 
he trusts the secretary’s proficiency and signs routine 
documents or letters without reading them, the responsi- 
bility is all the greater on the secretary to maintain the 
literary reputation of the office. 

Further, it should be a secretary’s pride that whether 
or not her employer appreciates her excellence in that 
particular feature of her duties, she is aware of an im- 
provement as a personal accomplishment that, with other 
qualities, may stand in good stead when chance for 
advancement or advantageous change presents itself. 

It should be kept in mind that tho the present genera- 
tion didn’t make up the queer and irrational spellings oc- 
curring in the best written English, we have to conform 
to most of them to be considered educated or not merely 
ignorant. For some words there are accepted simplified 
(not necessarily phonetic) spellings like ‘tho’ for ‘though’ 
and ‘thru’ for ‘through’. But they should be spelled 
straight, not with an apostrophe following as tho to 
make apology for adopting a new style. 

The value of compliance with the dictionary standards 
of spelling can’t be considered fully parallel to Mrs. Post’s 
standards of social customs. But the similarity is close 
enough to point a warning. If you eat with the wrong 
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The best office system in an insurance agency will leave 
the agent free to concentrate on production while his 
secretary keeps things running smoothly in the office. 
The value of an insurance secretary that can run the office 
with a minimum of assistance from the agent is so widely 
recognized that the term “my girl Friday” has long been 
used to describe this type of employee. 


The training of such a secretary is traditionally a long 
and arduous task in which problems of office routine 
are solved as they arise and the secretary becomes the 
heart of a personalized system that simply won’t operate 
when she isn’t in the office. There is a better way to 
train a “girl Friday”—faster and producing a better end 
result. A bookkeeping and record-keeping system such as 
the Rough Notes ‘1-2-3-4 System of Short-Cuts” can 
be learned quickly because it is a simplification of the 
jobs that must be performed in an agency. It will also 
pay for itself many times over in hard cash simply 
through time-saving, not to mention the elimination of 
errors. 

Still, in policy-writing, rating and similar general office 
work, the agent must either spend the necessary time 
in training his secretary or send her to one of the company 
sponsored schools. 

Along with the training in these skills, if a sense of 
loyalty to the agency is fostered, the potential “girl Fri- 
day” is well on her way to becoming a pillar of the 
business. This spirit can be furthered by letting a new 
secretary know that she is being prepared for an uncom- 
mon job that carries with it both prestige and respon- 
sibility. 

Along with the general secretarial skills with which 
most girls come to the agent, these are the fundamentals 
in the training of a “girl Friday.” She will take over 
from there, finding short-cuts, prospects, catching errors 
and refining the various phases of the office work. 

Here are some additional ideas on how a secretary can 
help her boss, adapted from the McGraw Hill book, 
Secretaries Who Succeed by Esther R. Becker. 


One secretary found that by keeping a scrap book of 
copies of routine letters she was soon able to compose 
these letters herself. Of course she submitted all such 
letters to her employer for approval. 


Another secretary scanned the newspapers for items 
that were related to the business. Clippings on new ar- 
rivals in town, new businesses starting, news of busi- 
ness expansions and promotion of officers are good sources 
of prospects. Even if a sale is not in the offing, good 
will can be built by timely congratulatory letters. 

A date chart for routine duties helped another secretary 
and freed her mind for other work. After the office 
routine falls into a pattern, such a chart isn’t so necessary 
but it’s a good check. 

One girl found that by reading over each piece of cor- 
respondence she typed she caught many embarrassing 
grammatical and factual errors. 
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After finding that her employer’s name was spelled 20 
different ways on correspondence coming into the office, 
another secretary double-checked the names on all out- 
going correspondence. 

Part of a secretary’s job is to make sure that her work 
does not have to be followed up. One secretary always 
let her boss know when she wasn’t able to complete an 
assignment. In this way he didn’t stumble over un- 
finished work and question her reliability. 

By courteous and efficient treatment of customers who 
come into the office, a secretary can resell the agency’s 
services. 

The success of every agency depends on sales. 
good thing for a secretary to keep in mind the ultimate 
goal of cultivating the agency’s customers in all her duties. 


It’s a 


A memorandum of appointments for the day will 
help the agent even if he has an appointment calendar. 
He can slip such a list in his pocket and refer to it 
when away from the office. 

Watching for irregularities in policy-writing informa- 
tion will save headaches later on. Reading all material 
for sense as you type is well worth the trouble, as it is 
very easy to copy errors when typing mechanically. 

A smart secretary won’t feel that her duties fall into 
strict categories and regard work the agent usually does 
as not her responsibility. When she can pinch-hit for 
the agent she increases the value of her stock. 

Some secretaries over-work themselves trying to do all 
the work when the business grows larger than they can 
handle alone. Carrying this kind of a burden is an in- 
justice to the agency as well as the secretary. 

Selling the agency over the phone is as important as sell- 
ing it in person. 

When the boss comes back from a trip, a diary of 
events that have transpired while he was away will help 
him get back into high gear. 

Using memorandums will keep your mind uncluttered 
and take a load off your nervous system. 

Neatness is not only another way to sell the agency, 
but a means of avoiding errors. 

Over-conscientiousness is a common pitfall. 
the best job one can is all that is expected. Secretaries 
don’t get paid for worrying on off-hours. 

Statistics show that all men and women can expect to 
be “low” about one out of every five days in the office. 
So don’t blame the work. A case of low spirits can fre- 
quently be thrown off by a small extravagance or outing. 
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RECOMMENDED MINIMUM 
STANDARDS FOR BULLETINS 


(Continued from page 5) 


There is no object in duplication of material which 
appears in THE SECRETARY, since it reaches each 
member. However, the national magazine frequently 
carries notices and announcements which will be strength- 
ened by the emphasis of repetition in chapter bulletins. 


EDUCATIONAL VALUE—3 Points 

This is the second of the two highest rated factors 
considered in the judging. One phase of the three-fold 
program of the National Secretaries Association is educa- 
tion. Therefore, include an original or reprinted educa- 
tional article in each issue. 

There is almost no limit to the scope of material which 
presents itself for this purpose. Studies on certain phases 
of grammar, letter writing, spelling of difficult or catchy 
words, correct usage of words, proper punctuation, busi- 
ness mathematics and accounting, banking, insurance, in- 
vestments, business law, secretarial conduct, and even 
historical material—these just begin the list of topics which 
might be covered. 


FORMAT AND ART—2 Points 

Keep your bulletin easy to read. If you use a two- 
column page generally, vary the lay-out with a three- 
column page or an article written across the full page. 
Head each page with date of issue, name of bulletin and 
page number. 

Your bulletin will be very attractive if you intersperse 
your printed matter with drawings, sketches and illustrated 
articles—but don’t make an art exhibit of it rather than 
an informational medium. Sketches should, in the main, 
be used to highlight an article, or draw attention. And, 
of course, many times a cartoon-type drawing almost 
speaks for itself, requiring very little wording. 

One final admonition—never say about your bulletin 
“That’s good enough,” or “This will do.” True, many 
copies merely will be scanned and then thrown away. 
Many others, however, may be kept for a long time, or 
may travel to distant points, and are very carefully and 
thoroughly read. Remember they represent you and your 
Association. So when you finish each issue be able to 
say honestly ““We have done.our best—we have exerted all 
our efforts—and we are proud of the results!” 





SHOULD SECRETARIES BE 
GOOD SPELLERS? 


(Continued from page 10) 


service tool, for instance, a spoon when Mrs. Post says a 
fork, you are doing something similar to typing, “It is to 
sweet” or “It was a ‘grevious’ matter.” True, with the 
spoon you get the food to the mouth, and the sounds of 
‘to’ and ‘grevious’ (for ‘grievous’) get the sense to the 
reader. But, tho nobody may pay any attention to the 
spoon-fork shift, the spelling error stands a good chance 
of being pointed out by the reader to Ais secretary with a 
“What-do-you-think-of-that?” remark. To err is human, 
but to err less and less is what differentiates the better 
from the worse. In spelling, be free with your doubts. 
The oftener you consult your dictionary or your private 
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list of troublesome words, the fewer errors you will let 
appear in your copy. To forget a spelling is not dis- 
creditable, but it is discreditable to let a misspelling get 
away from the office. 





REGIONAL MEETINGS 


(Continued from page 7) 
and Past National Secretary, Emma Reardon, as well as 
many National Committee Members, both past and present 
with us. 


And as always when National Officers get together, we 
decided to get a little work done so arose early Saturday 
morning and started right in on matters we felt needed 
attention. After working all morning we attended a 
Luncheon and Style Show at one of the department stores 
and then to the business meeting. 


The Saturday afternoon meeting was most informal and 
dealt with national affairs. This was a very enjoyable 
meeting and we had the privilege of hearing from our 
National President on various phases of national business. 
We all felt that we had learned much and that everyone 
was working together for the success of our NSA. 


Saturday evening we attended a lovely cocktail party 
and on the table center was the insignia of the Tire Town 
Chapter, a large tire of ice with a background of colored 
lights. This cocktail party was well attended and most 
enjoyable—then a splendid banquet with Lilyan Miller 
acting as toastmistress. Her stories preceded the intro- 
duction of each speaker and were so fitting to the enjoy- 
ment of those present. Again we had the pleasure of 
hearing from our National President, and after many 
requests she has promised to publish her talk in the ‘Sec- 
retary.” The banquet speaker was Mrs. Catherine Dobbs, 
State Senator of Ohio. The Senator was most interesting 
as a speaker and a very glamourous person. It was the 
opinion of the visiting Chapters she would be a drawing 
card as a speaker at any special function. A drawing 
was then held, with our National Secretary pulling the 
winning tickets. We had a lot of fun during this and 
everyone waited impatiently to see if they would take 
home a prize. The banquet ended with everyone visit- 
ing other members and many going to the Terrace Room 
for the midnight floor show. 


After a delicious brunch, Sunday morning, Lilyan 
Miller again took over with her amusing stories, she cer- 
tainly was never at a loss for a story to fit an occasion, 
and we then went into informal discussion of Chapter 
activities. "The Chapters were not asked to give Chapter 
reports but we had general discussion on the most im- 
portant phases of our Chapter work and activities. The 
Chapters learned what other Chapters had done along 
educational, financial and civic lines and everyone re- 
marked that they were going home with new ideas. The 
atmosphere was very friendly and enthusiastic, and we 
all commented that the only bad feature of Regional 
Meetings was the leaving when the meetings ended. 

So sadly we left Akron, with the utmost thanks to 
the Akron, Ohio, Chapter for an outstanding meeting. 


The Second Region is comprised of 38 Chapters and 
many Chapters were represented. 
Mary Barrett. 


The Secretary 


PARLIAMENTARY LAW 


by ROBERT W. ENGLISH 
Registered Parliamentarian, Chicago, Illinois 


SAMPLE REPORTS 


Foreword: This article has been prepared to supplement 
“Preparation and Presentation of Reports’ which appeared 
in the last issue of THE SECRETARY. It presents specific 
illustrations of complete reports preceded by “Annotations”. 
The forms and techniques illustrate good procedure. How- 
ever, there are many other good methods—these are advanced 
with the hope that NSA members will find some of them 
helpful as constructive suggestions. 


ANNOTATIONS 

A set of minutes is the report of the secretary giving a 
record of the business transacted at a particular meeting. 
Usually minutes should be kept brief—tersely presenting 
“what was done, not what was said”. It is even more 
clearly justified to keep minutes brief if your Chapter 
keeps in addition stenographic verbatim records. 

Note that in the sample minutes given below, that all 
reports presented to the assembly are incorporated in the 
minutes either (a) by being written in the main body of 
the minutes, or (b) by being attached as exhibits. 

The report of the Program Committee was so brief that 
it was given orally from rough notes rather than presented 
in formal written form. Hence, the essential part of the 
report was written in the main body of the minutes. 

The reports of the Rules Committee and of the Mem- 
bership Committee were of such a nature that it would 
have been unwise to have asked for action without having 
placed copies in the hands of the members. 

The notice of the meeting was a report of the secre- 
tary, submitted by mail, to the entire membership. Such 
notices should usually include more than the bare cold 
report that a meeting is to be held. Try to give your 
notices “drawing power”. A good notice makes members 
want to attend and want to participate. 


OURTOWN SECRETARIES ASSOCIATION 
Minutes of the 42nd Membership Meeting Held 
December 14, 1949 bs 

1. The regular membership meeting of the Chapter 
held Wednesday, December 14, 1949, in the Lincoln Room 
of the Washington Hotel, was called to order at 7:35 
P. M. by the President, Mrs. Anna Clark. (Copy of no- 
tice attached as Exhibit 1.) 

2. The minutes of the last meeting, held November 9, 
were presented in mimeographed form; paragraph 5 was 
corrected by changing “Miss Alberta Smith” to “Mrs. 
Alberta Smith”; and the minutes were then approved as 
corrected. 

3. Miss Clara Paine, chairman of the Program Com- 
mittee, reported that the committee recommended that our 
annual “Boss Night” be held next March. The recom- 
mendation was approved, and then the following inci- 
dental motion (by Mrs. Johnson) was adopted: “That the 
Program Committee be authorized to make the arrange- 
ments for Boss Night, and that the regular March business 
meeting be omitted.” 
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4. Mrs. Adams, chairman of the Education Committee, 
reported that the Education Committee was planning a 
field trip, that the trip would probably be held some Sat- 
urday afternoon early next year, and that it is expected 
to include a visit to several offices in Ourtown. 

§. The report of the Rules Committee was presented 
in mimeographed form by its chairman, Miss Baker. (Copy 
attached as Exhibit 2.) 

The committee’s first recommendation was amended 
and finally adopted in the following form: ‘That the 
following be adopted as a standing rule: ‘In all elections 
by secret ballot held by this Chapter, ballots shall be 
counted according to the obvious intent of the voters.’ ” 

The committee’s second recommendation proposing a 
revision of the article on amendments to our Constitution 
was adopted as presented. 

6. The report of the Membership Committee was pre- 
sented in mimeographed form by its chairman, Mrs. Brown. 
Its recommendations were adopted as presented. (Copy 
of report attached as Exhibit 3.) 

7. Under new business the following motion was pre- 
sented (by Miss Carr) and adopted: “That the Chapter 
nominate our President, Mrs. Anna Clark, for District 
Vice-President of NSA.” 

8. The meeting adjourned at 8:45, after which the 
program indicated in the notice was presented. 


Approved: 1/11/50 /s/ 
/s/ Anna Clark, President Helen Fitzgerald, Secretary 
1 
Exhibit’ 
12/14/49 


OURTOWN SECRETARIES ASSOCIATION 


Notice of Dinner Meeting and Program for 
December 14, 1949 
To all members: 

Our regular December meeting will be held Wednesday 
evening, December 14 in the Lincoln Room of the Wash- 
ington Hotel: Dinner: 6:30 ($2.50); Business: 7:30; 
Program: about 8:30. 

Be sure to attend. Come early and stay late. Get 
acquainted with our new members and with several fine 
“prospects”. Enclosures indicate that we will act on very 
important business. Come prepared to participate—you 
members must make the decisions. 

The following is the probable agenda of the business 
meeting (subject to change by the meeting itself) : 

1. Minutes of the November meeting. (Copy enclosed.) 

2. Report of the Program Committee. (It is expected 
that the committee will present a recommendation con- 
cerning Boss Night.) 

3. Report of the Rules Committee. (Copy enclosed. 
Please study this report and come prepared for action. 
Remember that our rules constitute the contract between 
ourselves. They should be lucid, succinct, democratic, 
suitable. ) 

(Continued on page 14) 
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PARLIAMENTARY LAW 
(Continued from page 13) , 

4. Report of the Membership Committee. “(Copy en- 
closed. This report may well prove one of the most 
important steps in the development of our fine Chapter. 
Just what kind of an organization do we wish to build? 
Think girls!) COGITATE! 

5. New business. What have you to offer for the 
good of NSA? 

The topic for our program is NOVEL FILING IDEAS. 
Six of our members have each consented to present at 
least one practical filing technique not generally known 
—ideas which have helped them in their office experience. 
Bring your filing problems—maybe our sextet of “experts” 
can help you as they have helped themselves. 

We will be expecting you next Wednesday—please 
don’t disappoint us. 

Cordially yours, 
/s/ Helen Fitzgerald, Secretary 
Exhibit’ 2 
12/14/49 
OURTOWN SECRETARIEES ASSOCIATION 
Report of the Rules Committee 

(Adopted by the committee at its meeting held November 16, 1949) 

The Rules Committee has had its attention called to the 
fact that at our last election the Canvassing Committee 
was in doubt as to conditions under which a ballot should 
be counted as invalid (spoiled). The Rules Committee 
believes that the obvious intent of the voter should 
suffice. 

The Committee also has given careful attention to the 
problem of modernization of the procedure for amending 
our Constitution, and at long last has completed a pro- 
posal which we believe will meet with approval. 

The Rules Committee recommends: 

1. That the following be adopted as a standing rule: 
“In canvassing ballots the obvious intent of the voter 
shall be the guide.” 

2. That Article XIV of our Constitution be amended 
as indicated below: (Proposed deletions are in [brackets] 
and proposed additions are underlined.) 

Article XIV. Amendments and Referenda 

This Constitution [or any part thereof] may be amended 
at any membership meeting of the Chapter, by a two- 
thirds [majority] vote, provided, previous notice of the 
proposed amendment has been given, and provided, further, 
that the affirmative vote is not less than a quorum. 

Any question, including amendments to this Consti- 
tution, shall, on recommendation of the Board, on recom- 
mendation of a membership meeting of the Chapter, or on 
petition of ten percent of the membership, be decided by a 
referendum of the membership—a majority of those voting 
deciding the issue. The referendum shall be held by 
mail. This paragraph may not be amended except by 
referendum. 

/s/ Alice Baker, Chairman 
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Exhibit 3 
12/14/49 
OURTOWN SECRETARIES ASSOCIATION 
Report of the Membership Committee 

(Adopted by the committee at its meeting held November 18, 1949) 
The Membership Committee believes that steps should 
be taken to make our Chapter strictly a professional or- 
ganization. To this end we plan to prepare for later con- 

sideration by the Chapter: 
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1. Suitable amendments to our rules to provide for 
two classes of members; regular and associate—regular 
membership to be limited to qualified professional secre; 
taries; associate membership to be designed primarily for 
women who have not as yet met all the requirements for 
regular membership; 

2. New membership application blanks—the one for 
regular membership to include minimum standards of pro- 
fessional training and experience for qualified professional 
secretaries; 

3. A system of examinations for applicants where the 
evidence indicates reasonable doubt that they are qualified 
professional secretaries; 

4. Suitable procedures for election to regular member- 
ship after a candidate has met eligibility standards—said 
election to be at a closed meeting of the Board and by 
secret ballot, and subject to appeal to the general member- 
ship. 

The committee has carefully considered the applications 
of Miss Amy Timmers and of Mrs. Ella Andrews and find 
both to be excellent professional secretaries and believe that 
each would make a valuable member of our Chapter. 

The committee recommends: 

1. That Miss Amy Timmers and Mrs. Ella Andrews be 
elected to membership; and 

2. That the committee be’ instructed to proceed with 
its plans as outlined above. 

/s/ Mary Brown, Chairman 





KEYNOTE SPEECH OF 
PHILLIP LOVEJOY 

(Continued from page 8) 
those two things. Maybe I don’t understand this, but as 
I see it, in one place the executive secretary can be the 
managing director, if the managing ditector’s place is 
empty. It looks as if you have two executives in there. 
If you are going to keep the managing director’s place 
vacant, you will have no trouble at all. But if--you have 
to fill it, then you have two people in conflict with each 
other. You can never have dual management in an 
organization, but as long as it is vacant I feel a lot 
better. I will be able to have a good lunch now. 


(To be concluded next month) 


. TAKE HOME A SMILE 


Take home a smile; forget the petty cares. 

The dull, grim grind of all the day’s affairs; 
The day is done, come be yourself awhile: 
To-night, to those who wait, take home a smile. 





Take home a smile; don’t scatter grief and gloom 

Where laughter and light hearts should always bloom; 
What though you’ve traveled many a dusty mile, 
Footsore and weary, still take home a smile. 


Take home a smile—it is not much to do, 
But much it means to them who wait for you; 
You can be brave for such a little while; 
The day of doubt is done—take home a smile. 
... Edgar A. Guest 


The Secretary 
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FIRST 
IN ECONOMY 


FIRST. ix typing results 


An important milestone in money-saving for 
modern business—this amazing new typewriter 
ribbon now introduced by Remington Rand! 
We spared no expense... put in years of research 
to bring you this first typewriter ribbon made of 
all Du Pont-Nylon—the miracle fabric for extra 
wear and highest quality, top executive caliber 
typing results. 

And Remington Rand All Nylon Ribbon per- 
formance more than fulfills expectations. Its 
superiority is clearly established for durability 
... sparkling, clear impressions on the page... 
bedrock, money-saving economy. 
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Remington Ran 


You can strike a hammerblow at office costs by using this remark- 
able new ribbon! During the lifetime of a typewriter your expend- 
iture for ribbons may exceed the original cost of the machine: 
your way to economy is a ribbon that /asts longer, produces con- 
sistently better results. And that’s what the new Remington Rand 
All Nylon Ribbon does, with its extra strength . . . resilient, 
lint-free texture ... extra length (16 yards) for fewer ribbon 
changes. Unique inking formula assures evenness of printwork 
throughout the lifetime of the ribbon. Remington Rand All 
Nylon Ribbons, used on test runs on all types of machines in- 
cluding the electric, are racking up impressive results —outwear- 
ing ordinary typewriter ribbons by truly astonishing percentages! 
Send in the coupon today for the full cost-saving story. 
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